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INTRODUCTION

The Bilingual Vocational Education Project (BVEP) is a statewide technical assistance and staff

development center funded by the Illinois State Board of Education, Department of Adult,
Vocational and Technical Education. The purpose of this project is to assist educators and

community members improve the quality and accessibility to vocational education for limited

English proficient (LEP) youth and adults. An integral part of the services provided by BVEP

is the maintenance of a resource collection of multilingual instructional and professional

reference materials.

The collection, containing more than 30,000 print, media, and software resources, is housed

at the Northwest Educational Cooperative Library in Des Plaines, IL. In addition to vocational

resources, the NEC library has resources for the LEP in all areas of the curriculum from pre-

school through adult education and workplace literacy. These resources are available for

circulation or in-house use to library borrowers of designated programs. However, the general

public is welcome to visit. in addition to serving as a lending library, educators may request

materials searches or inquire about publishers.

This bibliography represents the library's holdings pertaining to vocational ESL, career and

vocational education for limited English proi:Lient students. As such, the enclosed titles are

not an exhaustive list of existent resources but rather a selective sampling of both teacher-made

and commercially available materials that are appropriate to this special needs population.

These resources are primarily for u.;e with secondary and post-secondary level students except

for a few career awareness materials designed for elementary students. Professional reference

materials to assist educators improve programs, instruction or counseling are also included.

Although materials in BVEP's collection were previewed for applicability, inclusion or exclusion

in this bibliography should not imply any positive or negative comment on the value of any

material.

USER'S GUIDE

The bibliography has been divided into three major parts. Part 1, Instructional Materials, lists

student texts and curriculum guides for teaching career awareness, pre-employment skills,

occupational skills, and English as a second language (ESL). Occupational resources consist of

materials which are written in a simple English, a non English language or which rely heavily

on illustrations. The vocational ESL section contains resources to teach general employment

and job specific language skills needed to succeed on the job and in training.



In Part 2, Professional References, one can find readings on program models, teaching
strategies, counseling and linguistic minorities. Included are research studies as well as
inservice materials for staff training.

The last section, Part 3, Sources of Information, contains bibliographies of additional resources
as well as a listing of clearinghouses where one can obtain related materials searches.

In addition to the titles listed herein, the library has extensive holdings on:

culture and cross cultural communications

teaching English as a second language

citizenship/civics

basic math and literacy

A reference collection of sample tests (language, ability, career interest) in also available for in
house preview.

Notes:

In the case of materials in a foreign language, you will find either the title translated in
parenthesis or both the English/native language titles if the item is bilingual or has an English
language version.

Because of the interdisciplinary nature of many of the instructional materials, the reader is
urged to cross check other sections for additional resources (e.g. pre-employment resources
under general ESL or ESL resources from the vocational training materials).

ii



PART I INSTRUCTIONAL MATERIALS



I. CAREER AWARENESS AND PRE-EMPLOYMENT

ENGLISH ONLY

Berke!, Trudy (1970). Jobs USA: Refugee employment seminar. N.p.

Blair, Diane (1979). CARE Kt: Combining activities with real experiences. Rev. ed.
Springfield, IL: Illinois State Board of Education.

Blakely, Caroline and Schroeder, Dennis (1975). Occupations. Syracuse, NY: New Readers
Press.

Bourgoin, Edward (1981). Foreign languages and your career. 2d. ed. Washington, DC:
Columbia Language Services.

Canario, Jack (1981). Be ad-wise: A guide to reading ads. Hayward, CA: Janus.

DeCaprio, Annie (1982). Finding a job. Austin, TX: Steck Vaughn.

Developmental Learning Materials (1976). Careers. Niles, IL: Developmental Learning
Materials.

Developmental Learning Materials (1977). Working together careers. Level: 4-8. Niles, IL:
Developmental Learning Materials.

Developmental Learning Materials (1976). Written language cards careers. Level:

Elementary-Adult. Niles, IL: Developmental Learning Materials.

Educational Research Council of America (1974). Real people at work (28 career booklets).
Cleveland, OH: Educational Research Council of America.

Experiment in International Living (1984). Shifting gears: Hands-on activities for learning
workplace skills and English as a second language. Brattleboro, VT: Experiment in
International Living.

1. Carpenter
2. Mechanic-Attendant
3. Executive Housekeeper
4. Supermarket Cashier
5. Metal Molder
6. Sheetmetal Worker
7. Dressmaker
8. Plumber
9. Medical Technologist

10. Auto Body Repairman
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11. Welder
12. Chemical Technician
13. Office Worker
14. Machinist
15. Building Maintenance Worker
16. Computer Operator
17. Industrial Nurse
18. Electrician
19. Lumber Worker
20. Truck Mechanic
21. Cabinetmaker
22. Nursery Worker
23. Tool and Die Apprentice
24. Steelworker
25. Baker
26. Electronic Repairer
27. Carpet Maker
28. Child-Care Attendants

Glasner, Lynne and Thypin, Marilyn (1976). Pacemaker vocational readers. Belmont, CA:
Fearon Education.

Goble, Dorothy Y. (1985). How to get a j'ut, and keep it 3d. ed. Austin, TX: Steck-Vaughn.

Hall, Eugene J. (1977). The language of atomic energy in English. New York, NY: Regents.

Hall, Eugene J. (1977). The language of civil engineering in English. New York, NY: Regents.

Hall, Eugene J. (1977). The language of electrical and electronic engineering in English. New
York, NY: Regents.

Hall, Eugene J. (1977). The language of mechanical engineering in English. New York, NY:
Regents.

Hall, Eugene J. (1978). The language of mining and metalurgy in English. New York, NY:
Regents.

Hall, Eugene J. (1976). The language of the petroleum industry in English. New York, NY:
Regents.

Hemphill, David (1989). The working culture. Englewood Cliffs, NJ: Prentice-Hall Regent:.

Husak, Glen (1976). The work series. Sewickley, PA: Hopewell Books.

Illinois Conference of Churches. Refugee Resettlement Program (1986). Jobsearch curriculum.

Springfield and Chicago, IL: Illinois Conference of Churches, Refugee Resettlement Program.

I1.
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Illinois State Board of Education (1979). Survival skills units. Springfield, IL: Illinois State
Board of Education.

Jew, Wing and Tong, Robert (1976). Janus job interview kit. Hayward, CA: Janus.

Jew, Wing and Tandy, Carol (1977). Using the want ads. Hayward, CA: Janus.

John, Hughes (1975). Bob the super clerk. Hayward, CA: Janus.

John, Hughes (1975). Jester the bellhop. Hayward, CA: Janus.

John, Hughes (1975). Johnny at the circuits. Hayward, CA: Janus.

John, Hughes (1975). Kerry drives a van. Hayward, CA: Janus.

John, Hughes (1975). Larry the logger. Hayward, CA: Janus.

Kahn, Charles (1975). My job application file. 2d. ed. Hayward, CA: Janus.

Knott, Bill (1967). They work and serve. Austin, TX: Steck Vaughn.

Livingstone, Arnold (1977). Janus job interview guide. Rev. ed. Hayward, CA: Janus.

Locketz, Louise (1979). Job search. St. Paul, MN: St. Paul Public Schools.

Locketz, Louise (1979). New directions. St. Paul, MN: Adult Community Education Center.

McCarthy, Marianthy (1981). Careers. New York, NY: Regents.

McHugh, John (1981). Filling out job application forms. St. Paul, MN: Changing Times.

McHugh, John (1981). Finding a job. St. Paul, MN: Changing Times.

McHugh, John (1982). Getting ready to work St. Paul, MN: Changing Times.

McHugh, John (1981). Interviewing for jobs. St. Paul, MN: Changing Times.

McHugh, John (1982). Keeping and changing jobs. St. Paul, MN: Changing Times.

McHugh, John (1982). Starting a new job. St. Paul, MN: Changing Times.

Mikulecky, Larry and Drew, Rad (1987). On the job: Readings in real-life competencies.
New York, NY: Cambridge Book Company.

Oppenheimer, Zelda V. (1975). Careers for bilinguals. Chicago, IL: Relatina Publications.

Otfinoski, Steven (1977). Tony the night custodian. Hayward, CA: Janus.
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Polish Welfare Association of Chicago (1987). Job workshop manual. Chicago, IL: Polish

Welfare Association.

Rand, Kenneth J. (1981). Time cards and paychecks. Hayward, CA: Janus.

Rosenthal, Nadine (1986). Career readers. Belmont, CA: Fearon Education.

Schwartz, Stuart E., & Budd, Diane M. (1983). Hoter/Moteijobs. Hayward, CA: Janus.

Schwartz, Stuart E. (1983). Restaurant jobs. Hayward, CA: Janus.

Shalit, Stanley (1976). Alex on the grill. Hayward, A: Janus.

Sherif, June L. (1975). Careers in foreign languages: A handbook. New ed. New York, NY:
Regents.

Teal, R. Lois (1979). Success at work. Austin, TX: Steck Vaughn.

Weeks, Doug (1979). You and others on the job. Syracuse, NY: New Readers Press.

i 3
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B. NATIVE LANGUAGE

American Federation of Labor (1980). Why unions? (Cambodian, Lao and Vietnamese
versions). Washington, DC: American Federation of Labor.

Asian American Bilingual Center (1978). Asian American study prints. Berkeley, CA: Asian
American Bilingual Center.

Banaghan, William F. (1976). Job-getting ideas for Vietnamese and other newcomers.
(English/Vietnamese versions) Pleasant Hill, CA: Contra Costa County Superintendent of
Schools.

Bertin, Jean (1975). Ser un jefe/To be a boss. 2d. ed. Madrid, Spain: Paraninfo.

Bilingual Education Services, Inc. (1979). Emerging vocations for bilinguals. South Pasadena,
CA: Bilingual Education Services.

Bilingual Education Services, Inc. (1975). The college experience series. (Spanish-English).
South Pasadena, CA: Bilingual Education Services, Inc.

California Employment Development Department (1982). Job search assistance guide for
refugees. (Vietnamese, Cambodian and Lao) Sacramento, CA: California Employment
Development Department.

Catholic Charities Office of Refugee Resettlement (1975). Orientacion/Orientation. Kansas

City, KS: Catholic Charities.

Center for Applied Linguistics (1975). Cong an viec lam o hoa ky. (Chinese, Cambodian
titles). Washington, DC: Center for Applied Linguistics.

Children's Television Workshop (1979). Trabajemos con Calle Sesamol (Let's work with
Sesame Street!) Skokie, IL: National Textbook Company.

Cleary, Nora Rosa (1988). Nuevas direcciones: Programa de orientacion y consejeria de
empleo y educacion. (New Directions: Orientation and counseling program for employment
and education.) Harrisburg, PA: Pennsylvania Department of Education.

Coronet Instructional Media (1975). Habilidades vocacionales pars el porvenirNocationalskills

for tomorrow. Chicago, IL: Coronet Instructional Media.

Coronet Instructional Media (1972). Los trabajadores/Workers series. (eight booklets) Chicago,
IL: Coronet Instructional Media.

D'Alu, Maria Jose (1978). Dente no trabalho. (People without work). (Portuguese only).

Cambridge, MA: National Assessment and Dissemination Center.
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Developmental Learning Materials (1974). Pareando objetas, personas y (Matching
people, buildings and objects). Niles, IL: Developmental Learning Materials.

Dray Publications, Inc. (1977). Manual para la seguridad en el trabajo. (Manual for job
safety). (Spanish only). Deerfield, MA: Dray Publications.

Educational Projections (1975). Jobs and making a living series. Educational Projections.

Florida Department of Education (1980). Applying for a job. En busca de un empleo.
Tallahassee, FL: Florida Department of Education.

Florida Department of Education (1980). Como elegir una ocupacion. Choosing an
occupation. Tallahassee, FL: Florida Department of Education.

Florida Department of Education (1980). En busca de empleo. Your job search. Tallahassee,
FL: Florida Department of Education.

Gateway Technical Institute (1978). Job orientation unit. (English and Spanish versions).
Kenosha, WI: Gateway Technical Institute.

Hirsekorn, Arnold A. (1980). Job finding kit Olympia, WA: Washington (State) Bureau of
Refugee Assistance.

Hoffman Occupational Learning Systems (1977). Careers by Hoffman. 13 Filmstrips and
career counselor's reference. El Monte, CA: Hoffman Occupational Learning Systems.

Iowa Governor's Task Force for Indochinese Resettlement (1976). Lao refugee orientation
handbook Des Moines, IA: Iowa Governor's Task Force for Indochinese Resettlement.

Lamatino, Robyn (1978). Leamos sobre veinte ocupacionesI (Twenty trades to read about!)
New Brunswick, NJ: Rutgers University Vocational Technical Curriculum Laboratory.

Learning Resources Company (1974). Tantos trabajos en que pensar. (So many jobs to think
about). Tulsa, OK: Learning Resources Company.

Lenox, James P. (1979). Buscando un empleo. (Looking for work). New Brunswick, NJ:
Vocational Technical Curriculum Laboratory.

Moreno, Steven (1975). Job information for parents and students. (Information sobre trabajos
para padres y estudiantes). San Diego, CA: Moreno Educational Company.

Murphy, Richard P. (1980). Job information series. Ankeny, IA: Heartland Education Agency.

Murphy, Richard P. (1983). S.E. Asian job information booklet. (Vietnamese/English version
and Lao/English version). Ankeny, IA: Area Education Agency 11, Iowa Refugee Service
Center.

(.)
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Polish Welfare Association of Chicago (1987). Job workshop curriculum. (English/Polish).

Chicago, IL: Polish Welfare Association.

Regents Publishing Company (1976). Careers for bilinguals. (Cameras Para bilingues). New

York, NY: Regents.

Santa Clara County Superintendent of Schools (1978). VIVA: Vital Information for Vocational
Alternatives. San Jose, CA: Santa Clara County Superintendent of Schools.

Snyder, Thomas (1975). La genie y las varias ocupaciones. (People and their occupations).

St. Paul, MN: EMC Corporation.

Taylor, Phoebe (1979). Como terser exito en el negocio de encont.rar trabajo. (How to be
successful in the business of finding work). Mexico, DF: Diana.

Thames, Joan (1975). El mundo del trabajo. (The world of work). Filmstrips (Spanish only).

St. Paul, MN: EMC Corporation.

Trinity-Arlington Teacher and Parent Training for School Success Project (1986). The

vocationally oriented bilingual curriculum. Teacher's guide and Lao-English lesson guide.
Arlington, VA: Arlington Public Schools.

United Cambodian Community, Inc. (1987;. You and your job. Long Beach, CA: United
Cambodian Community, Inc.

United States Department of Labor (1976). Cuia de los derechos de la mujer que trabaja.
(Guide to working women's rights). Washington, DC: U.S. Department of Labor.

United States Department of Labor (1979). Lo que usted debe saber: La ley de pensiones

y bienestar. (What you should know: Pension and welfare laws). Washington, DC: U.S.

Department of Labor.

United States Social Security Administration (1978). Social Security: Where it's at (Spanish
version). Washington, DC: U.S. Social Security Administration.

Vidales Delgado, Ismael (1976). Nuevas practices de orientation vocational. (New practices

in vocational orientation). Mexico, DF: Trillas.

Wood, Theodore E.B. (1970). Outstanding Americans of Mexican descent. (Chicanos y
chicanas prominentes). Menlo Park, CA: Educational Consulting Association.

Wisconsin Resettlement Assistance Office (1980). Employment opportunities. Madison, WI:

Wisconsin Resettlement Assistance Office.

8 1 6



I. VOCATIONAL MATERIALS

A. AGRICULTURE

Auge, R. (1976). Mecanica agricola (Agriculture mechanics). Madrid, Spain: Paraninfo.

B. BUSINESS

Adachi, Patti (1G85). Type your way to world A typing manual for Limited English proficient
people. Cl-iicago, IL.

Andujar, Maria D., & Iglesias, Jose L. (1977). Mecanografia al dia. (Up-to-date typing) .

Nueva ed. New York, NY: Regents.

Anorga Larralde, Joaquin (1976). Composicion: Lecciones graduadas de lenguaje, gramatica,
trabajos de redaction, correspondencia comerciaL (Composition: Graded lessons of language,
grammar, composition, business correspondence). Madrid, Spain: Ediciones Escolares.

Anorga Larralde, Joaquin (1974). Correspondencia cometriaL (Commercial correspondence).
4a. ed. New York, NY: Minerva.

Arizona Department of Education (1980). Arizona bilingual business education. Phoenix, AZ:
Arizona Department of Education.

Bassett, Ernest D. (1975). Practica de archivar. (Filing practice). 4a. ed Cincinnati, OH:
South-Western Publishing.

Bilingual Access Program (1982). Developmental materials for non-native students:
Business /secretarial. Elgin, IL: Elgin Community College.

Boynton, Lewis D. (1974). Contabilidad practica del sigloCurso avanzado./20th Century
bookkeeping and accounting-- Advanced course. Cincinnati, OH: South-Western Publishing.

Boynton, Lewis D. (1974). Contabilidad practica del siglo: Curso elemental/20th Century
bookkeeping and accountingBeginning course. 3a. ed. Cincinnati, OH: South-Western
Publishing.

Cacho, Jose P., & Balcarcel, Celia (1975). Correspondencia mercantil y oficial (Commercial
correspondence). 18a. ed. Mexico, DF: Eca.

Cacho, Jose P. (1976). Mecanografia (Typing). 22a. ed. Mexico, DF: Eca

Cornelia, Nicholas J. (1977). Curso de maquinas de oficina. (Office machine operations
course). Cincinnati, OH: South-Western Publishing.

9



Diaz Zayas, Carmen E. & Benitez de Avila, Crucita (1978). Tecnicas secretariales y
procedimientos de oficinaliksh. iss techniques and office procedures. Cincinnati, OH: South-
Western Publishing.

Eggland, Steven A., & Williams, John W. (1979). Relaciones humanas en los negocias.
(Human relations in business). Cincinnati, OH: South-Western Publishing.

Fields, Louis W. (1977). Contabilidad simplilicada. (Bookkeeping made easy). 6a. ed.
Mexico, DF: Compania General de Ediciones.

Findley, Charles A., & Nathan, Lynn A. (1978). Bilingual office careers for Hispanics: A
curriculum guide. N.p.

Frankenthaler, Marilyn R. (1982). Skills for bilingual legal personnel. (Tecnicas para el
personal bilingue en el area legal). Cincinnati, OH: South-Western Publishing.

Freeman, M. Herbert (1976). Contabilidad Gregg: Fundamentas de los registras financieros
(Gregg bookkeeping: Fundamentals of financial registry). Mexico, DF: McGraw-Hill.

Garcia Diaz, Eva S. de (1977). Manual de referenda para la oficina (Reference manual for the
office). Cincinnati, OH: South-Western Publishing.

Gonzalez del Valle, & Luis, Gonzalez del Valle, Antolin (1981). C'7.,espondencia comercial:
Fondo y forma. (Commercial correspondence: Principles and forms). 2a. ed. rev.
Cincinnati, OH: South-Western Publishing.

Gorbea, Josefina Q. de (1977). Sistemas de archivar y control de documentos. 4a. ed.
Cincinnati, OH: South-Western Publishing.

Gossage, Loyce C. (1980). Matematica comercial. (Business math). 2a. ed. Cincinnati, OH:
South-Western Publishing.

Illinois State Board of Education, Project Mainstream (1981). Accounting for Korean-speaking
students. Springfield, IL: Illinois State Board of Education.

Illinois State Board of Education, Project Mainstream (1980). Basic concepts and techniques
in accounting for Spanish-speaking students. Springfield, IL: Illinois State Board of Education.

Illinois State Board of Education, Project Mainstream (1980). Typing for Korean students.
Springfield, IL: Illinois State Board of Education.

Illinois State Board of Education, Project Mainstream (1980). Typing for Spanish-speaking
students. Springfield, IL: Illinois State Board of Education.

Illinois State Board of Education, Project Mainstream (1980). Keypunch for Korean students.

Springfield, IL: Illinois State Board of Education.



Illinois State Board of Education, Project Mainstream (1980). Keypunch for Spanish-speaking
students. Springfield, IL: Illinois State Board of Education.

International Film Bureau, Inc. (1980). Office education series. (Series 1-5 filmstrips, with
cassette tapes). Chicago, IL: International Film Bureau.

Jackson, Mary H. (1978). Manual de correspondencia espanola (Manual of Spanish
correspondence). Skokie, IL: National Textbook Company.

Jacobowitz, Henry (1970). Computadoras efectronicas simplificadas (Simplified electronic
computers). 2a. ed. Mexico, DF: Compania General de Ediciones.

Kalnitz, Joanne (1979). Curriculum guide: Typing for limited English speakers. Springfield,
IL: Illinois State Board of Educ .ition.

Lott, Richard W. (1972). Elementos de proceso de data; (Elements of data processing).
Madrid, Spain: Paraninfo.

Madrigal, Jose Miguel L. (1971). Mate, iaticas comerciales/Business mathematics. Mexico, DF:
Harla.

Mandoune, P. (1973). Redacte mejor comercialmente. Better commercial editing 2a. ed.
Madrid, Spain: Paraninfo.

Martinka, Marie (1975). Matematica vocational Para el comercio. (Vocational mathematics
for business). Cincinnati, OH: South-Western Publishing.

Martinka, Marie & Southam, James L. (1984). Vocational mathematics for business. 3d. ed.
Cincinnati, OH: South-Western Publishing.

Menendez Aniceto, Eduardo J. (1966). Teneduria de Libras y contabilidad. (Accounting and
bookeeping). New York, NY: Minerva.

Milwaukee Public Schools (1976). Bilingual typing and Spanish business correspondence at
the secondary level. Milwaukee, WI: Milwaukee Public Schools.

Olsen, Roger E. W. B. (1981). American business encounters. San Francisco, CA: Alemany
Press.

Ortega Canibano, Wesceslao & Sampere Camps, Alberto (1977). Mecanografia (Typing).
Mexico, DF: Harper & Row.

Pack, Alice C. & Joy, Robert 0. (1976). Learning to type in English as a second language.
Washington, DC: University Press of America.

Pierce, Barbara (1980). Typing for LEP students handbook N.p.

1 9
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Ramirez, J. Manuel & Bardavio, J. Manuel (1976). Tecnolo Oa adrainistradva: Calculo y
contabilidad. (Administrative technology: Calculus and accounting). Madrid, Spain:
Paraninfo.

Reid, Allan L. (1975). Las tecnicas moderns de yenta y sus aplicaciones (Modem sales
techniques and their uses). Mexico, DF: Diana.

Rodriguez de Roque, Carmen I. (1979). Modulas de contabilidad introductoria. Introduction
to bookkeeping. Cincinnati, OH: South-Western Publishing.

Rodriguez de Roque, Carmen I. & Paez de Abreu, Margarita (1975). Principios de comercio
con fundamentos matematicos (Business principals and basic mathematics). Cincinnati, OH:
South-Western Publishing.

Rosenberg, R. Robert (1969). Matematicas Para contabilidad y administracion de
negocios/Mathematics for bookkeepting and business administration. Mexico, DF: McGraw-
Hill.

San Diego Community College District Foundation' (1985). A guide to retailing. San Diego,
CA: San Diego Community College District Foundation.

Santiago, Aida & Villaronga, Rosa A. de (1982). Mecanografia sigio 21: Curso elemental e
intermedio (21st Century Typing. Cincinnati, OH: South-Western Publishing.

Schwartz, Stuart E. & Budd, Diane M. (1983). Store jobs. Hayward, CA: Janus.

Senn High School (Chicago) (1981). Practical bookkeeping for limited English proficient
speakers. Chicago, IL: Senn High School.

Shin, Masako T. (1981). Multicultural, competency-based, vocational curricula series: Clerical
duster. Springfield, IL: Illinois State Board of Education.

Soltero Peralta, Rafael (1973). Derecho mercantil. (Mercantile law). 5a. ed. Cincinnati, OH:
South-Western Publishing.

Zapico Medina, Ramon (1967). Creditos y cobras. (Credits and debits). New York, NY:
Minerva.

Zeegers, R. (1971). Venta por correspondencia. (Mail-order selling). Madrid, Spain:
Paraninfo.

C. HEALTH

Bermudez, Andrea (1985). Bilingual health series. Houston, TX: Berna Educational
Consultants.

4, 0
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Canario, Jack & Mathias, Marilynne (1980). Help! First steps to first aid. Hayward, CA: Janus
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